
Less formal tone for internal email

Subject: Follow-Up on Previous Warning

Hi [Employee Name],

I wanted to follow up regarding the issue we discussed on [First Warning Date]. This is a second

notice that your [specific behavior/performance] needs immediate improvement.

Please take this seriously and letâ€™s discuss how we can get back on track.

Best,

[Manager Name]

Get more templates here: https://www.lettersandtemplates.com/letters/second-warning-letter


